
                                                                                                          Revised: February 2024 

 

 

 
 
Position Title: Front Desk Receptionist  

Reports To: Deans Offices 

Position Type: Non-Exempt 

WC Code: 8868  

Position Type: Fifth Level Administration 

 

Florida National University contributes to the education of a diverse student body within 

the community it serves. FNU employs and develops a faculty of scholars proficient in the 

art of teaching. We strive to prepare students for employment in their chosen careers through 

quality education and instruction. 

 

Major Responsibilities: Provides reception area coverage for visitors, faculty, students, and 

the public, managing diverse clerical tasks including answering calls, relaying messages, 

handling documents, recording data, and compiling reports. 

 
Key Responsibilities:  

1. Communication Management: Respond promptly to daily communications via email and 

voicemail, addressing inquiries promptly and professionally. 

2. Policy Adherence and Ethical Compliance: Ensure strict adherence to the University's 

mission, policies, procedures, ethical standards, compliance with data protection regulations 

and pertinent legal regulations in all aspects of admission activities. 

3. University Engagement: Participate in Commencement Exercises, new student orientation, 

university events, committees, self-studies, and University Commencement Ceremonies. 

4. Special Projects: Execute special projects assigned by the President or supervisor. 

5. Compliance Adherence: Ensure compliance with Title IX of the Education Amendments 

Act of 1972, as well as FNU Policies, Procedures, Rules and Regulation, the FNU Code of 

Ethics, Family Educational Rights and Privacy Act (FERPA), Florida Information 

Protection Act of 2014 (FIPA), the EU General Data Protection Regulation (GDPR), and all 

other applicable federal, state, and local laws, rules, and regulations. 

6. Assigned Duties: Undertake other assigned duties as required. 

 

Position Responsibilities: 

1. Ensure that a professional and courteous environment is maintained in the lobby with 

students, faculty, administrators, and the general public in a manner that supports the 

dignity of all. 

2. Uses proper behavior and language in dealing with people that is appropriate to the 

workplace exemplifying a courteous and friendly manner. 

3. Handle sensitive issues and delivers difficult messages fostering rational, open 

discussion and minimizing negative impact on others. 

4. Coordinate the coverage of the reception area to ensure proper handling at all times. 
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5. Following established guidelines, responds to inquiries regarding departmental services 

and procedures and answers telephones inquiries. 

6. Manage, keep track and disseminate all telephone messages including voicemail in/out 

in a timely manner for the Administration, Staff, and Faculty. 

7. Receives visitors and potential enrollments appointments, and refers them to their 

proper destination ensuring established guidelines/ procedures are followed. 

8. Manage, maintain, and monitor established record keeping of all incoming potential 

enrollment telephone inquiries, and forwards information to the Admissions office 

personnel. 

9. Ensures proper identification of anyone entering the premises and enforcing always 

wearing of IDs. 

10.  Performs a variety of routine clerical duties such as passing out class rosters to   

faculty, input and maintain records in computer, creates forms, letters and/or reports 

as assigned. 

11.  Receive and handle incoming and outgoing mail. 

 

 
Requirements: 

• High School Diploma. 

• English/Spanish required. 

• Clear verbal communication to interact with visitors, colleagues, and callers, as well as 

strong written communication for emails and messages. Being friendly, approachable, and 

able to make guests feel welcome and comfortable. 

• Managing multiple tasks efficiently, such as scheduling appointments, handling incoming 

and outgoing mail, and maintaining records. 

• Providing excellent service to visitors and callers, addressing inquiries and concerns 

courteously and professionally. 

• Basic proficiency in computer applications such as word processing, email, and 

spreadsheets, as well as familiarity with office equipment like printers and scanners. 

• Ensuring accuracy in tasks like data entry, message taking, and document processing. 

• Ability to handle unexpected situations calmly and find solutions effectively. 

• Being flexible and able to adjust to changing priorities and environments. 

• Maintaining discretion and handling sensitive information with care. 

• Collaborating effectively with colleagues and supporting the smooth operation of the office. 

 

 

Schedule: 

▪ Monday - Friday: from 8:00am to 5:00pm. 

 

 

Job Type 

Full-time  

 

 

Working Conditions 

General office working conditions. Noise level is at normal office capacity. 

 

 

Safety Hazard of the Job 

Minimal Hazards. 
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Benefits: 

• Health Insurance 

• Dental Insurance 

• Vision Insurance 

• Life Insurance 

• Supplemental Benefits 

• Paid Holidays  

• Vacation 

• Sick Time 

• Bereavement Leave 

• Jury Duty 

• Military Leave 

• Personal Leave 

• Benefits Continuation (COBRA) 

• 401(k) Savings Plan 

• Educational Assistance 

• Family Medical Leave Act (FMLA)  

 

 
Physical Demands 

The physical demands described here are representative of those that must be met by employee to 

successfully perform the essential functions of this job. Reasonable accommodations may be made 

to enable individuals with disabilities to perform the essential function. 

 

While performing the duties of this job, the employee may be required to frequently and for extended 

periods of time, sit; stand; walk; use hands to handle and feel objects; reach with hands and arms; 

climb stairs. This position requires the ability to see, hear, and operate a computer keyboard and 

standard office equipment. The employee must lift and/or move up to (10) pounds and occasionally 

lift and or move up to 25 pounds. Specific vision abilities required by the job include close vision, 

distance vision, peripheral vision, depth perception, and the ability to adjust to focus. The employee 

must travel to other campuses, as needed and/or required. 

 

Note: The use of computers and University resources is limited for school business 

purposes. Installation of any software is prohibited. 

 

This job description is intended to describe the general nature and level of work being 

performed by individuals assigned to this position. It is not intended to be construed as an 

exhaustive list of all tasks, duties, skills and/or responsibilities required for this position in 

each Campus at all times. Tasks, duties, skills and/or responsibilities may vary from 

individual to individual, campus to campus and over time, depending upon various factors. 

These are general guidelines for this job position. 

 

Notification to candidates: 
http://www.fnu.edu/wp-content/uploads/2022/06/FNU-Drug-and-Alcohol-Prevention-

Program.pdf 

 

To apply for this position please click on the link below: 

https://workforcenow.adp.com/jobs/apply/posting.html?client=fnuedu 
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